
To start entering a PO you will 
need to choose Option 1 
“Financial Management 
System” 

 

 

 

 

 

 

 

 

 

 

Then Choose Option 2 “Purchasing System” 

 

 



Then choose Option 1 
“Purchase Requisition 
Processing” 

 

Choose Option 1 
again “Purchase 
Order Requisition 
Input” 

 

 

 

 

 

 

 

 

 

 

 

  



Here is where you 
will add “A” 
information for 
your Requisition.  
You can see 
“Vendor and P/O 
Requisition” are in 
blue.  Any time you 
see this in WVEIS, 
you can press “F4” 
and you will get a 
drop down box to 
choose from, or if 
you know the 
information you 
can just enter it  

 

Here is an 
example of 
the drop box, 
that will 
appear when 
F4 is pressed. 

 



Here is your 1st screen for your requisition.  You will need to change the “Ship to” location code, to your 
school code.  You will also enter to who’s attention the order is for, and the accounting code.  The 
accounting code will be supplied by the director of the program. 

 

Be sure to add REQ Freight, the amount it cost to ship the item(s). 

 

Here is where if you are entering a Blanket PO you would put your estimated amount.  If you know what 
you are buying then you will not use the line for Blanket Amount. 

 

When you are finished with this press enter for the next screen. 

 

 

 



 

 

 

 

 

 
 

Here is where you will enter quantity, part #, a detailed Description and the dollar amount of the item. 

 

You must use as many details as possible for the description, such as Who, what, where and why.  When 
entering the details, we need to be specific, so if someone from outside the county picked up the PO 
would they be able to understand what you are trying to purchase. 

 



If it is for registration, you must have the following 

Who is going 

When are they going 

Where are they going 

Why are they going 

 

Example 

Jane is going to Charleston for a Title 1 conference on 9-14-2015 

 

 

You can add as many lines as it takes with no quantity or $ amount, just description 
  

  



After you have entered all of the information, just put an “E” over the “B” in Begin, and it will 
take you back to the first screen 

  

 


